APPLICATION FOR, RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY QFSTATE

. RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to_

Department of Archives and History, Flecords Management Division, 330 Capitol Avenué At|anta Georgia, 30334
Attention: Scheduling Section. oo

FOR AGENCY USE 1. Agency Addresg ' : FOR RECORDS MANAGEMENT USE

Application Date State Law Dept ﬂnghway DiVlSiOH Application Number '
: o 132 State Judicial Building é - 5 3 q
Applicetion Number o 40 Capltol Square, S.W. : Date Received Date Completed

Atlanta, GA 30334 ' SEP 1 1982 | gpy 55 1982

2, P;§on to Contact ' _ o - Working Title Telephone Number
Joyce Duckett L D1v151onrnead Secretary _ 656-3364
3. Action Requested &

i
a. [ Establish Retention Schedule; record wntl continue to accumulate,

b. [0 Dispose of present accumulation; no further accumaulation ;r;tn?ated. ,
C. E/A:wnd Application No. j .. Check One: Change; [1 Supercede; [0 Void

4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest © Latest ' . S . .
e i Highway Division - Construction Contract Litigation Files
1976 | Current -

6. Division and Office Function - What is the function of the DIVISIOI‘I and the Office in which this record series is created?
The Highway Division handles all of the’ legal affairs for the Department of
Transportation, - This includes property acquisition; contract preparation, =
examination and, where necessary, litigation; representation in suits brought
by or against the DOT; and recovery of compensation for damage arising from
the unauthorized use of the State Highway System. The division participates
in contract negotiation between the DOT and various Federal and State 8
agencies to accompllsh ‘the coordination necessary among such agencies, It
also prepares or examines hundreds of deeds, leases, easements and other legal
documents for the DOT. The division also is counsel to all State departments
and authorities on matters related to constructlon act1v1ties,'rnc1ud1ng the
preparation or examination of contracts and the negotiation or litigation
of disputes arlsing out of construction contracts,

7. Record Series Description ~This flle oontams the followmg documents (mclude form numbers and t:t!es :f any}
. R Attach samples of the file,

Documents relatir~ o+ representing the Department of Transportation.gnd other State. agencies-
in eongtructionkcontract SU1ts'Brought by or aga1nst the State,

Included are: Pleadings, motions, briefs, orders, correspondence, exhibits,

research, and other documents relatlng to the successful culmination of each contract
case litigated,

by case; thereunder
waaﬂmmul/By category of document included.

8. Moar_ttl_ilyi;ference Rate How often are records referred to whﬁh are: ‘ )
One to six monthsoid 8 ___; Seven to twelve months old ____,_8,_,;_, Thirteen to twenty-four months oid _._g._.___.,
twenty-five months and older 4 5 | '

9. Annua! Rate of Accumulation of Records : , :

. . , ' R o 5 boxes
Lettersizedrawers _______ ___;legalsizedrawers______ ;Shelves__________; Other (specify)

-

AR-50-71; Rev.76 E = _ - (Over)




=

YES [ NO | 10. Questionnaire {Place an X"’ in the proper column) = '.{ ]
a. s this the official copy of the series? e a
X If not, where is it? o .
A b. Does the series contain oogadentlal infarmation: requiring security handhng? If yes, cite law or regulatlon
X Attorney-Client Privileged Information
- c. Is this a vital record? n;
x\ d. Does this series have historical or long term research value? §
e. When one or two documents in the file make it necessary to keep the entire f:le for a long period, could these
X | documents be scheduled separately? - o
X f,_Is the information contained in this series ever published? If ves, attach copy.
g. Is the mformatlon contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copy, .
. h Is there a'duplication of this series in your office, or in another office or agency?
X 1 §f ves, where? - ]
X1 i maseuesiarmpgzmmmm_um@d?
X 1 _i. Does the recard series result in a computer printout?
11. Retention Requirements , %The following requires the series to be kept:
a. State Law e ___Years. d. Audii period 3 . _years.
b. Statute of limitation years. e. Administrative need 7 years.
c. Federal law years. f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explaln administrative need
- Construction contract case files are kept 7 years because the research

theréin is used as a basis for other case work and is usually current. enough

.to be used for that purpose, .

.Federal audit requirements require at least
3 years, | ' | ' ¥

«J Hold in the current files area

12 Approved Dnsposltion Instructions

-This agenc\} recommends that the file series be ¢
7§ Calendar Year; T Fiscal Year; I Other

lgeogf ﬁteTS ‘snd of each:

year(s); then

then,

month{s)
[ Transfer to local holding area; hold year(s); then -
% Transfer to State Records Center; hold __;__ year(s); then
=4 Destroy, . L
[0 Transfer to State Archwes for permanent retentlon
- & Other (Specify) -

When case is closed, remove folder(s) from active file and place in inactive file;
cut off inactive file at end of each calendar year; hold in current files area 1
.year; then transfer to State Records Center hold 6 years; then destroy

s

These instructions apply to ail prior and future accumulations of the series.

Agency Head/Designee (Signature) Date Records Management Officer (Signature) Date
> sy | St A OF EZY?
= . B2z | St A Gone 9/34/02.
2 ' - ’ ’
‘ ' State Records Committee (Signature) Date
Recommendations in para- , > j
graph 12 are approved. State Auditor/Designee W o772 pr
(If disapproved, attach letter _ o :
of explanation.) cretary of State/Designee 4 du _)W_A Mﬂl’\f\, /4 [t ‘fﬁ —
Attorney General/Designee z;: - géi’%ﬁ) = Zo L 2
AR—BO_T1 Rev 7R T HeaAren Sicle



